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POLI CE CAPTAIN

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses highly responsible supervisory and
adm ni strative positions, the primary duty of which is directing
the operations of a division, bureau, or an assigned shift.
Police Captains perform admnistrative functions of the
departnment, including conducting research for departmental

pl anni ng pur poses, recomendi ng changes i n departnmental policies
and procedures, overseei ng personnel recruitnment and managenment
functions, record maintenance, public and comrunity rel ations,
and the managenent, maintenance, and use of all departnenta

equi pnment, vehicles, and property. Enpl oyees of this class
assist in the preparation of the departnmental operating budget.
Police Captains provide direction to subordi nate personnel in
difficult or conplex phases of the |aw enforcenment operations
and support functions of the department. Duties of this class
are performed with a high degree of independence, with speci al

assignnments received from and work reviewed by the Assistant
Police Chief. This class reports to and ranks directly bel ow
t hat of Assistant Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Oversees and directs the operations and activities of personnel
assigned to a departnment division, bureau or an assigned shift,

i ncluding patrol and general | aw enforcenent; traffic
enf orcenent and acci dent investigation; crimnal investigation;
juvenil e operations; speci al tacti cal oper ati ons; j ai

operations; training; information services; communications; and
personnel managenent. Conducts research to be used in making
managenent decisions, and for the planning of progranms and
activities for the assigned area of operations. Participates in
devel opi ng procedures to acconplish the goals of the departnent.
Provides for inspections of the various services of the
department, evaluates effectiveness, and takes appropriate
action to correct or inprove problem areas. Recommends changes
in operational procedures or policies based on eval uati ons of
the effectiveness of established procedures.

Supervi ses subordinate police departnent enployees. Pr ovi des
direction in the |law enforcenment functions of the departnment.
Sets long termgoals and establishes a tinetable for conpl eti on.
Monitors work pace and progress. Hol ds neetings to receive
reports and dissem nate information. Sets work schedul es, and
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approves | eave. Reviews reports witten by subordi nates and
provi des assistance in technical areas of work. Eval uates work
performance of subordinate enployees. Resol ves enpl oyee

conplaints and grievances, and counsels enployees who are
experiencing work problenms. Maintains discipline.

Pronmotes the positive inmage of the work of the departnent,
Supervises the public relations efforts of the departnent.
Revi ews incom ng communi cati ons and takes action by personally
handling the matter, or by assigning it to the appropriate
personnel . Answers questions about the operation of the police

departnment or any related areas of |aw enforcenent. Acts as
of ficial department representative at public nmeetings and to the
news nedi a. Determ nes target areas for crime prevention or

community relations efforts by analyzing |ocal crime problens,
usi ng departnent records or the results frompolls and surveys.
Recommends the devel opnent and inplenmentation of crime
prevention and community relations prograns. Wites and
del i vers speeches, and structures and supervi ses denonstrations
on | aw enforcenent and crinme prevention topics.

Participates in the personnel recruitment and sel ecti on program
for the departnent by interviewing applicants and naking
recommendations to the appointing authority. Recommends
pronotions, both tenmporary and permanent, based upon current
eligibility lists, in accordance wth <civil service |aw.
Participates in internal affairs reviews to investigate
violations of the code of conduct for departnment nenmbers, in
order to remove unfit personnel or to correct procedural
pr obl ens.

Participates in the operation of the general accounting systens
for the department and provides for the maintenance of accurate

fiscal records, as required. Revi ews and approves purchase
requi sitions, and authorizes the expenditure of departnental
f unds. Assists in preparation of the departmental operating
budget .

Oversees the records-keeping systens and facilities of the
departnent, and the preparation and mai nt enance of depart nent al
records and reports. Wites reports, letters, and nmenoranda to
effectively communi cate information, or to respond to requests.

Supervi ses the developnment and nanagenent of the training
program for the departnment, insuring that the program is
properly staffed and supplied wth training resources.
Eval uates trai ning needs and provides for enployee training at
all levels within the departnent. Provides for the scheduling
of departnment training, and arranges for outside training.
Supervises the training for special tactical operations.

Oversees the general care, maintenance, and use of departnental
equi pnent, not or driven vehicles, and ot her property.
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Supervises the inventory control for the departnent. Arranges
for repairs, and deci des whether to contract for repairs or to
assign them to qualified departnent personnel. Pr epar es
specifications for the purchase of new equi pnment, and purchases
equi pnent and supplies in the manner provided by | awful
aut hority.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenments listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Louisiana.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommodati on.

Must be a regul ar and pernmanent enployee in the class of Police
Li eut enant .
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